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Webinar tips

• Please keep lines muted

• Full Screen =  button upper right of meeting room

• Exit full screen = ESC key

• Ask questions at any time

• Note – screens shown today are from our demonstration

system (for training purposes only); your system views

may vary
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Topics covered

By attending this course, you will be able to:

 Navigate Access Online

 View My Personal Information

 View account information and statements

 View cardholder processes

 View transactions

 Locate additional training and resources
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Login and basic navigation
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Access Online login screen

Click the “Forgot your 

password?” link after TWO 

unsuccessful login attempts 

to reset your own password 

and avoid system lockout.

Tips for using Access Online:

• Use internal navigation links 

instead of browser buttons

• Always allow pop-ups for 

statements, reports and more

• Logout will occur after 15 

minutes of inactivity (with 

option to resume)

Type your Org Short Name: CASTP

User ID and  Password

https://www.access.usbank.com 
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Authentication questions are set 

up when a person first logs into 

Access Online and are used for:

- Additional security for Program 

Administrators

- Forgot your password process 

for password resets

Other possible login methods
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Enhanced Security Authentication

Enhanced security

• Request a one-time passcode 

via text or email

• Use the “Remember this 

device” setting so you don’t 

have to use on-time passcode 

every time
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Access Online Home screen

Left navigation menu.

Access Online Message Center. 

Access Online Language 
Selection area. 
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Access Online Home screen Cont.

Use the Links.

Use Resource center  links.
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Access Online Resource center

View the announcements and How-to-guides
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Managing personal information
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My Personal Information

Click Contact Information to 
view/update user Id information. 

Click Login Information to change your 
password or update authentication 
questions/responses. 
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My Personal Information page with Email Notification link
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Email notifications, part 1
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Email 

notifications, 

part 3
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Email notifications, part 4 – statement notification
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My Personal Information cont. 

Click on Manage Account Access to view the 
user access rights (FEG, hierarchies, account 
assignments). 
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Viewing cardholder account information
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Account information on the main menu

Go to Account Information. 
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Account statements or profiles

Go to Cardholder Account 
Statement to view the 
statements. 
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Cardholder 

account 

statement search 

screen

Use the boxes to help 
narrow down your search or 
use the Wild Card Pull. 
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Search and select an account

Click the blue, underlined 
link to select the account to 
view. 
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Statements screen
Your statement will populate 
as a PDF allowing you to 
save. 

Click the link of the 
statement you wish to view. 
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Cardholder account profile main page
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Cardholders’ account profile link
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Cardholders’ account profile
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Account Information/Profile

Click Account Authorizations
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View a message if there are no transactions

No transactions occurred 

within last 72 hours
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View the authorization table if there are transactions – 72 hours

Check for page numbers
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Responses and descriptions
Not Decline - the transaction was run for $0. 

A transaction needs to be greater than $0.

Approved - the transaction successfully 

posted to the account.

Do not honor - the transaction declined.

Declined (not pictured) - the transaction declined.
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Click the Auth Time for more details

Click the time stamp for the declined transaction
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Review decline information

View the Decline tab.

Find the decline reason.



Client Training | Proprietary 33

Corporate versus individual decline

Individual means the transaction 

declined at the cardholder level

Corporate means the 

transaction declined because 

of the managing account level
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View Cardholder processes
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There are two options to activate a card:

• Click the link on the Access Online login page 

(Google search for Access Online)

• Call the phone number on the back of the card 

(1-800-344-5696)

Card account activation
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Online card activation

Information needed:

• 16-digit account number

• Expiration date

• Last four digits of the work phone number 

on your card account

Click Activate Card
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Activate Your Card-Information page

Input the card 

information to 

activate the card. 
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What is a PIN?

• When you activate your card, select a 4-digit PIN

• A PIN may be required by some merchant terminals or for some 

transaction types, such as cash advances

• Many transactions outside of the United States require a 4-digit PIN

• Change your PIN on the Access Online Home page or through the IVR

• To set up a PIN if you don’t set it up upon activation, you will need to 

call customer service for a PIN Mailer to get it set up. 

• A Program Administrator may go to Account Administration, Cardholder 

Account Maintenance, Account Details and click a link to Request PIN to 

have a PIN Mailer sent for a card. This link only displays if there is no PIN 

on the card.

Personal Identification Number
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• Call Card Member Services at 1-800-344-5696
• The Customer Service Representative will ask for first and last 

name and 16-digit account number as well as three of the 
below pieces of information to verify identity.   
o Full address, as it appears on the account.  
o Home or business phone number.
o Employee ID
o Last four digits of SSN (or 4-digit Activation Code).
o Date of Birth
o Credit Limit
o Single Purchase Limit

• If the cardholder is unable to verify three pieces of 
information from this list, they will be referred to their 
Program Administrator to ensure their personal data is 
reviewed and updated within their organization.  

Caller verification - Cardholders
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Situation:  Card is missing.   Possibly stolen.

Call Cardmember Services 
• United States 1-800-344-5696
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Log into Access Online and navigate to Contact Us

Select Contact Us
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Log into Access Online and navigate to Contact Us

Use the phone number for 

Custom Service. 
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Fraudulent transactions 

identified

• When you call to notify the bank that your card has 

been lost or stolen, the representative reviews your 

transactions with you. (Notify the bank within 90 

days of transaction posting date.)

• If one or more transactions are identified as 

fraudulent, a Case Processor is assigned for 

processing.
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Next steps
The bank case processer sends a statement of fraud:

1. Via U.S. Postal Service to the address that appears in the Account Owners area of your card account profile. 

2. If requested during the initial contact, we can use the email address on file. 

3. The statement of fraud must be signed and returned to the bank

  by the cardholder within 21 days from the date it was generated. 

• You can complete the form and send it back by email. If you 

     received it by email, just reply to the original email and attach the completed form.

• If it is not returned within 21 days, the fraud case will not get processed and paid. 

• An investigator may be assigned to a case to work with Law Enforcement if needed.

Important!
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Sample Statement of Fraud
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Get an update on a fraud claim
If you need an update on a fraud claim, call the bank Fraud 

Department at 1-800-523-9078 for fraud detection

or 1-800-815-1405 for claims support.

Optionally, you can call the case processor directly using the 

contact information provided to you in a letter or email.
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Set up Account Alerts

Go to the link for My Personal 

Information. 
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Account Alerts

Click on Account Alerts to enroll or 
update alerts. 
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Account Alerts main page

Enter you email address and phone number 

where alerts will be sent.

Enter in the account for the alerts.  Also select a 

Language. 
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Set up Fraud Alerts

Select email and or text for the type of 

alert you want to receive
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Set up Event Alerts
Select email and or text for the type of alert you 

want to receive.
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Set up Purcahse Alerts
Select email and or text for the type of alert you 

want to receive.
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Purchase alerts tab, part 2
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Purchase alerts tab, part 3

Review and agree to terms and 

conditions for text alerts

Select Submit
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View transactions



Client Training | Proprietary 56

Click Transaction Management

Select Transaction Management. 
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Access Transaction List

Click Transaction List

Approvers will see additional links on these 

pages if you use an approval workflow

• Manager Approval Queue

• Manager Approval History
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Search for the cardholder account

%
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Select the account

Click to select the account
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Transaction list 

screen
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Top section – summary and filter by billing cycle
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Top section – filter the list using search
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View the transaction list
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Transaction list-Attachments

The padlock icon 

displays on approved 

and final-approved 

transactions.

The accounting code column displays 

the accounting code or multiple 

transaction is allocated to. 

The comments column will display 

an icon to indicate the presence of a 

comment on the transaction.

The attachment 

column allows for 

uploading receipts 

electronically. 
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View the transaction details
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View 

details,

Dispute,

Approve a 

transaction

Click the paperclip to attach a 

receipt here or from the 

transaction list.
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Additional and ongoing resources
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Navigate to Training

Click Training
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Review different resource types

Find a specific item or topic 

using the Search function.

Open a topic>subtopic to find 

lessons, user guides, quick 

references, videos, and certifications.

Filter the list, if desired.

Click a resource name to 

open the resource, including 

a certification exam.

Commercial Administrator
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Wrap up
Now that you have completed this session, you should be able to:

 Navigate Access Online

 View My Personal Information

 View account information and statements

 View cardholder processes

 View transactions

 Locate additional training and resources
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